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la !£he procedure beloir shall goirem safe secuxitijr and the cxistod^ 
of safe comhinationa for AFSA activities located at Ila'^ Gonsiunications 
Stationo Instructions governing provisions of this memorandum for AFSA 
activities at Arlington Hall Station 'sill be published in a subsequent 
momorandur.13 

a« Service regulations require that conibinations of vaizltSj, 
safeSf and safe-type file cabinets shall be changedt 

(1) At least every six monthso 

(2) Iflhenever anyone knovjing the combination is relieved of 
assignment* 

(3) ^Vhenever combinations become knosm to anyone other than 
jiiose so authorisedo 

2« Personnel responsible for supervising the changing of vault or 
safe or safe-tjyx>e cabinet combinations 'iri.thin their respective offices or 
organizations must either draw the vault or safe key (coribinatton kqjr), 
or request assistance from the Security Office (Room lOU) in the changing 
of coBibinations;^ regardless of typc* 

3o Itie keys to regular kqy locked cabinets or iSQ>rovised locking 
arrangements on ordinary safe cabinets win be secured in a three-vray 
ccmibination locked safe or Hie cabinet when not in use* 

2;a Branch Heads shall ^point sufficient quaLlfied personnel within 
each office of the branch to be responsible for the proper securing of all 
classified material in suitable stowage and that all safes^ safe-lype 
cabinets^ and locked cabinets are secured as follows; 

ao In locking a dial l 0 (dc the dial will be turned in but one 
direction at least four cooplste revolutions* Do not turn first to the 
left and then to the ri^t» or vice versay and do not spin the dials 

bo After closing the drawers and turning the dial^ test each 
separate drawer by depressing the latch and attempting vigorously to op^ 
its especially by shaking in shorts quicks ig>-and-dcnim movements as well 
as an outward puUo 
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Ca Kaep loose papers and paper dips froa becoming 'Hedged behind 
drapers of cabinets a 



d« R^ozdj defeoti've lod mechanisms to the Security Officer 
(QD lOU) Sit oncQo Do not use the container for classified papers un-bil 
-tlie aedhanism has been repaired^ 

es H?hea locldng cabinet 'vd'th bar» be sure bar is put -bhrough 
each incloaureo 



A log sheet iiill be posted on each corabdnatiotv>locked safe and 
on all other safes storing oLassified ma-terial %'iihich are used in lieu of 
such combination safes by the offices concemedo A record d31 tlius be ' 
maintained as to the date« time and signature of the person opening^ 
looking^ and checking 'the locking of -(she safeo These log ^eets iiill be 
signed by Branch Heads and tin?ncd in eadi neok to -the Security Office ' 
(QD lOii) foi* reviefir. Uxese log shee'bs may be drawn from the Security 
Office or 'bhe Secrotariat (Boom 1^126) « 



6o liUhen open and in use> all lockable safes and cabinets will bear 
red cards pzlnted ''QPEIif*" lifhen 'the safes are closed and locked these 
/ cards sliall be reversed so as 'to read^ ”CL0SIiID*" Ttieae aaxds may be 
ob'boined from the Securi'i^ Office ((S3 lC^)o 




7* Gombinations of safes^ vaults and combination file cabinets shall' 
be fu3rtiished the Secxirlty Officer in a sealed env^ppe for stoivage by 
Security Officer for use in ^nergencies* On the outside of each env<d.ope 
containing a combination there shall bo listed -the names and badge numbers 
of all persons to nvhm the en-velope may be issuedo The Secuzlty Officer . 
shall main'tain a checik<«off ^tem for -the periodic changes of combinations o 

8« Each aa£&f vault, and file cabinet shall have posted in a conspic^ 
uous place tlie names, homo addresses and home -tele uhone numbera f>f »n - rv«> 
personnel atrt-horiaod access to ttxe combinations of |bAl'os containing keys* 
Locked~typo file cabinets containing unclassified material shall have a 
conspicious sign to that effect placed thereon* Such notices shall be 
signed by chiefs of Offices, Divisions or Branches* 

9o During holidays, iTeek-ends, or in aaergendes in vdiidi none of the 
persons having access to -the combination can be reached, call the Communica'- 
tion \7atdi Officer (Est* ipii.) -vviio -nill obtain -the desired combination from 
the Securi-ty OffLcor’s safe for delivery only to personnei whose nama 
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appears on the enviaLope containing tiie combinationo In each case v/here 
this action becomes necessary^ a report of the circiristances shall be 
made to the Security Officer* Each time such action is taken, the 
combination shall be diangedo 
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